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MMG Mail List is an easy to use mailing list program* designed for 
ease of use and speed. There is nothing complicated about the use 
of Mail List. The program is totally menu driven and incorporates 
simplified editing techniques. 

The program was designed to store 600 names per data disk* and 
multiple data disks can be used. If your mailing list is larger than 
600 names* the list can be broken down into any number of disks. 
For example* if your customer list is 1200* then place a-m on disk 
1 and n-z on disk 2. Any number of combinations may be used. 

Mail list also allows multiple files per disk so that a file can be 
created with a name of "A" and all customers with a last initial of 
"A" can be placed on that file. A file for "B“* "C\ etc.* through “2" 
can be initiated. 

In addition* you have the option of printing your list on labels of 
any size* or on standard computer paper in an •accross* fashion. 

It is a good idea to use mail list with Just a few names in it* until 
you become accustomed to using it. Always be certain to make a 
back-up copy of all data disks. The first time you have to type in 
600 names for a second time* you'll wish you had taken a few 
minutes to make a back-up! 

The file structure in Mail List is set up so that most home and 
business applications can be adapted. We've provided two address 
lines* so that longer addresses can easily be stored. In addition* 
we've included two reference fields that you may store telephone 
numbers* account numbers* names* or whatever you wish. 
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WARRANTY CARD 
IN FOR M ATI ON 


Please complete and return the warranty card as soon as possible. 
Be sure to indicate the program serial number found on the disk 
and in the program itself. You will automatically be advised of 
updates if your warranty card is on file. You will also be eligable 
to purchase a back-up Mail List Master disk upon receipt of your 
warranty card. The fee for the back-up disk is $10.0®, which may 
be paid by credit card, check, or COD. 


USING FORM LETTER WRITER 

WITH 

MAIL LIST 

If you will be using Form Letter Writer with Mail List, then 
reference field one is reserved for a salutation. If you were 
merging Form Letter Writer with Mail List and you were sending a 
letter to Richard Jones, you might type in •Rich," or "Mr. Jones:". 
Form Letter Writer will automatically place a "Dear • before the 
name and will print as "Dear Rich," or "Dear Mr. Jones:". You may 
use reference field two for anything else you may need, it will not 
print when using Form Letter Writer. 

Consult the Form Letter Writer instruction booklet for more 
specific detail on merging the two programs to create custom 
letters to multiple customers. 

LOADING MAIL LIST 

YOU MUST begin by powering up your disk drive with your ATARI 
computer off. Once this is done, place the Mail List disk into your 
disk drive and securely close the door. Be sure that all cartridges 
are removed from the computer, and then turn on your computer. 
NOTE: if you are using the XL series of computers (with the 
exception of the 120®XL), you'll need to hold down the OPTION 
button while loading the program. After turning on your computer, 
the program will automatically load. 
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MAIL LIST MENU SELECTIONS 

Immediately after booting up your system* the screen will display: 

MAIL LIST 
MHG MICRO SOFTWARE 

Which drive for your Data Disk (1-4) 


Select the number of the drive (i-4) that you wish to use for your 
data disk and press return. 

Then next prompt to appear is- 

INSERT DATA DISK - PRESS RETURN 

At this point* insert a blank formatted disk into the drive you 
have selected for your data disk and press the return key. The 
next portion of the program will search for previous data files and 
list them to the screen. If there are none* the screen will be 
displayed as follows: 


707 FREE SBCTORS 

PLEASE INPUT NAME OF FILE TO LOAD 

Just press the return key (if you are creating a new file) and the 
screen will now read: 

INPUT NAME OF FILE TO CREATE 

Type in an eight character of less name (ie. MAIL* BOSAREA* 
NYAREA, etc.) and press return. You MUST use an upper case 
alphabetical character as the first character of your filename. In 
addition* no spaces may be used in the file name. In other words* 
do not type in "BOSAREA", as ATARI file deflations will not 
support it! 
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After pressing return, the program asks if you would like to 
create new files. Press the "Y" key. The next prompt "PRESS Y 
TO CONTINUE" will appear. Press the *Y" one more time and the 
program asks you how many records you want to create. Your 
answer can be between 5® and 600. If you selected less than the 
600, then additionl records may be added up to a maximum of 600 
records. 

Wien determining the number of records to originally create, some 
thought should be given to the size you will require for maximum 
disk storage. Since Mail List can store multiple files on the same 
disk, creating hundreds more than you need will Just waste space. 
However, adding files at a later date is time consuming. Careful 
planning and thought can save both time and valuable disk storage 
space. If in doubt, start with 100 and work your way up. 

Immediately after selecting the number of records to create, your 
disk drive will go on and the program will begin creating records. 
When all records have been created, you will be placed in the main 
menu. 

You have two options, immediately after booting-up Mail List. 
You may either load an existing file or you may create a new file. 
If, after you boot-up Mail List you already have a file on the disk 
called "TEST', then simply type in the name of the file at the 
prompt "INPUT NAME OF FILE TO LOAD", instead of pressing 
return to create a new file. 
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THE MAIN MENU 


After either creating a new file or loading an existing file, the 
main menu will be displayed a follows: 

1 ADD RECORDS 

2 REV1EU/ED1T/DELETE 

3 SEARCH RECORDS 

4 PRINT RECORDS 

5 ADD A NEW FILE 

6 SORT RECORDS 

7 BID 

YOUR CHOICE? 

QPTJQN 1 ~ AflBINfi RBEQRB5 

Use this option to add records to a new or existing file. Press *1" 
and the screen for the add records section will appear as follows: 

RECORD NO.; 181 


FIRST NAME _ 

LAST NAME _ 

ADDRESS 1 _ 

ADDRESS 2 _ 

CITY_ 

STATE _ 

ZIP CODE _ 

REFERENCE l_ 

REFERENCE 2_ 

You will be able to enter information in any field only up to the 
length of that field, as indicated by the lines. You may move the 
cursor to any field by simply pressing the appropriate cursor 
control keys. Initially, you will see the cursor at the beginning of 
the line titled FIRST NAME. Begin by typing in the first name of 
your customer and then pressing return. This will advance you to 
LAST NAME. Type in information on each line followed by 
pressing return. If a particular field has no information, just 
press return and go on to the next field, or skip over it with the 
cursor control keys. 
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After you have added at least one record you may use the auto 
repeat -functions of mail list. Pressing the control key and the "R" 
key simultaneously will repeat the last record and you may edit it 
once displayed. Pressing the control Key and the "L" key will 
repeat the last field at the cursor position. In other words, place 
the cursor on the field you wish to repeat and press the control 
key plus the "L” key, and that field only will be repeated. This is 
a very useful feature of mail list when adding many records with 
similar information. 

When all information has been entered, press the ESCape key. A 
prompt at the bottom of the screen will appear, asking if all the 
above information is correct. Press "N" for no if you want to go 
back and make corrections, or "Y" for yes to advance to the next 
record. 

To exit the "ADD RECORD" mode, press the "E" key and the 
"CONTROL" key. simultaneously and you will return to the main 
menu. 

The program uses an index system to store pointers to each record 
on the disk. Immediately after you have pressed “E" and 
"CONTROL", the screen will clear and the index will be saved onto 
the disk. The main menu will then appear. 

Certain fields MUST contain information in order for labels to line 
up properly when in the "PRINT" option of the main menu. The 
last name field must contain information. The field "ADDRESS 1" 
must contain information. Also, one field of "CITY", "STATE", or 
"ZIP CODE" must contain valid information. 
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OPTION 2 - RBVIBW / EDIT / DBLETB 


Use this option to review* edit, or delete the records you 
previously added under option one. Press *2* and the screen 
displays: 

RECORD NO.: Ill 


FIRST mi 

JOHN 

LAST NAME 

DOE 

ADDRESS 1 

34 9UTH STREET 

ADDRESS 2 


CITY 

BOSTON 

STATE 

MA 

ZIP CODE 

23456 

REFERENCE I 

Dear Mr. Doe: 

REFERENCE 2 

(617) 555-3456 


< = BACK > * FORUARD 


§D1T DELETE MENU 

Press the "greater than 0 key (» to page forward to the next name 
in the file. When you have reached the last name* record number 1 
will appear. Press the "less than* key K) to page backwards. If, 
while at record number 1 you press the "less than" key, the last 
record will appear. 

If a record needs to be changed, page to that record or use the 
search option (see option three) to find it. Once located, you may 
change it or delete it from the records. 

EDITING RECORDS 

When “E“ is pressed, you may change any or all lines in your record 
as necessary. Simply move the cursor to the line or lines that 
need changing, with the cursor control keys or by pressing return 
to advance to the next line and type over the top of the existing 
text. When you finish all necessary corrections, press the BSCape 
key and answer "Y" for yes to the prompt,"IS ALL INFORMATION 
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QPJlQHiLi figvittM LmiL E6.L&IB 


Use this option to review, edit, or delete the records you 
previously added under option one. Press ‘2* and the screen 
displays: 

RECORD NO.: Ill 


FIRST NAME 

JOHN 

LAST NAME 

DOE 

ADDRESS 1 

34 SMITH STREET 

ADDRESS 2 


CITY 

BOSTON 

STATE 

MA 

ZIP CODE 

23456 

REFERENCE I 

Dear Mr. Doe: 

REFERENCE 2 

(617) 555-3456 


< = BACK ) = FOfUARD 


|DIT DELETE MENU 

Press the "greater than" Key (» to page forward to the next name 
in the file. When you have reached the last name, record number l 
will appear. Press the "less than* Key «) to page bacKwards. If, 
while at record number 1 you press the "less than" Key, the last 
record will appear. 

If a record needs to be changed, page to that record or use the 
search option (see option three) to find it. Once located, you may 
change it or delete it from the records. 

SmTIHQ RB£QRB5 

When "E" is pressed, you may change any or all lines in your record 
as necessary. Simply move the cursor to the line or lines that 
need changing, with the cursor control Keys or by pressing return 
to advance to the next line and type over the top of the existing 
text. When you finish all necessary corrections, press the BSCape 
Key and answer *Y" for yes to the prompt,"IS ALL INFORMATION 


Mail List 


Page 8 






CORRECT?" or "N" ■for no i-f you need more corrections. 

DELETING RECORDS 

Press the letter "D" to delete a record -from the disk. Immediately 
after pressing “D", the screen boarder turns red and a prompt 
appears asking, "ARB YOU SURE". Press "Y" for yes, or "N" for 
no. If "Y" is pressed, the next record in line will take the current 
records place and it will be totally removed from the disk. This 
allows maximum use of the available disk space. Some mail list 
programs simply delete the pointer and the record remains on the 
disk, wasting valuable storage space. 

When you have reviewed the records to your satisfaction, press 
"M“ to return to the main menu. 

OPTION 3 - SEARCHING RECORDS 

Use this option to find any record on the disk instantly. When you 
press 3, the screen displays: 


SEARCH NODE 


>1 NAME 2 

2 cm 

3 STATE 

4 21P CODE 

5 REFERENCE 1 

PLEASE SELECT FIELD TO SEARCH ON 

Choose the field you wish to find a specific record from. If the 
record you wish to find is Smith, type in "i" (last name field). The 
next prompt will appear, “PLEASE INPUT NAME OR ITEM TO 
SEARCH". Type in “SMITH* or "Smith" (depending on how you 
typed it in) and press return. The program will very quickly search 
through all of the records in your file, and within one second, the 
first Smith it finds will be displayed on the screen. The program 
will then ask if that is the correct Smith you are looking for. If it 
is not, press “N" for no, and it will go to the next Smith and so on. 
If all Smiths have been listed, the prompt "FILE NOT FOUND - 
RETURN TO MAIN MENU (Y/N>“ appears. Press “Y“ for yes for 
the main menu, or“N“ if you wish to remain in the search mode. 
Once the record is found, you are automatically placed into option 
"2“ (Edit/Review/Delete) for appropiate action. 
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The search function is a particularly useful section of Mail List. 
For example* if you wish to list all customers with a last name of 
"S“, simply press "i" and then type in an “S" and press return. All 
customers with last names beginning with "S* will be listed to the 
screen one at a time. This option can also be used to list all 
customers whose last name begins with *SM* or "SMI" or whatever 
you wish* up to seven characters in length. 

You may use any of the additional options to search on* up to five 
characters in length. 

OPTION 4- PRINTING RECORDS 

Use this option to print records to the screen or the printer. Any 
parallel printer may be used. 

Press "4" from the main menu and the program asks if you would 
like the Screen or Printer <s*screen - p=printer). The next prompt 
asks, "All or Specific Records". If "S" for specific records is 
selected, the program asks for a starting record number and 
ending record number. You may use any numbers from 1 to the 
total number of records on the disk. 

The next prompt then asks "HOW MANY SPACES BETLEBN 
LABELS?". Since labels will vary in size and shape, some 
experimentation will be necessary, input a number between 1 and 
99 and press return. The most common spacing is "2*. It may be a 
good idea to only print 2 or 3 labels until you become accustomed 
to starting position and spacing on your labels. If you run into 
any trouble, press the BSCape key to return to the main menu. 

The next prompt asks "WOULD YOU LIKE TO PRINT THE 
REFERENCE FIELD (Y/N)?". If you want the two reference fields 
printed, type "Y" for yes, or "N" for no. 

Next, the prompt asks, "WOULD YOU LIKE TO PRINT gOWN OR 
ACROSS. Reply with either a "D" or an "A", depending on your 
requirements. You must print labels down, but if you only want a 
printout of your records on paper, you may select across. 

The next prompt asks if you wish to use any special printer 
control codes. If you dont want to use any special codes, Just 
press return. If your response is yes, then type in the particular 
code for your printer to print in the font you wish. 
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EXAMPLE: If your printer requires you to print 
CHRF(27);CHRI(81) for condensed printi simply type in 
*81''. The program automatically prints the first 
CHRK27). Just type in the decimal code of the function 
you wish to perform. 


If you want multiple copies of only certain labels* simply hold 
down the start key as that label is printing. It will repeat 
for as long as you hold the start key down. Release the start 
key to proceed to the next label. 

QETIQN § - CREATING A NEVJ FILE 

Use this option to create a new file. Press "5“ and the screen 
prompt, -INPUT NAME OF FILE TO CRBARE" appears. Type 
in a name of up to 8 characters in length, beginning with a 
upper case alphabetical character, with no spaces and press 
return. 

The next screen prompt, ‘PRESS Y TO CONTINUE" will 
appear. Type in the number of records you want to create at 
the prompt, press return and you records will be created. 
Once finished you will automatically be returned to the main 
menu. 


OPTION 6 - SORTING RECORDS 

Use this option to sort records from any file on the disk. 
Press "6" from the main menu and the screen will display: 

1 NAME 2 

2 CITY 

3 STATE 

4 ZIP CODE 

5 REFERENCE 1 

PLEASE SELECT FIELD TO SORT BY 

Select the field you wish to sort by (i.e. if NAME 2 is 
selected, then that will be the field all records will be sorted 
alphabetically by). 

The next prompt asks, "ASCENDING ORDBR or DECENDING 
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ORDER". SeteLt “A" -for a sort from A-Zor "D" fora sort 
form 2-A. Your records will then be sorted and you will be 
returned to the main menu. 

NOTB : Sometimes the sort takes place immediately! 
depending on the number of records and the order you have 
entered them. If after pressing either "A" or "D" you are 
immediately returned to the main menu* don't worry ( the 
program just sorted your records. Verify this by selecting 
option "2" and reviewing the first few records. 

OPTION 7 

ENDING 

«*«***«*«*«««*«*****««****«*«««*«* 

********* WARNING ********** 
m********************************* 

4 * 4 * 4 «** 4 * 4 * 4 * 4 * 4 * 4 * 4 * 4 * 4 * 4 * 4 « 4 * 4 * 

YQU mm U££ THIS OPTION IQ BUD EACH SESSION QE 
MAIL LIST. If you do not* your records may be lost!! 

Press "?“ from the main menu and the program automatically 
saves all current information. 

Once the ready prompt appears* you may remove both disks. 
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LIMITED WARRANTY 


This software product is sold “AS IS”, without warranty as to its performance. The entire risk as to the quality 
and performance of the computer software program is assumed by the user. The user, and not the 
manufacturer, distributor or retailer assumes the entire cost of all necessary service or repair to the computer 
software program. 

The above warranty is in lieu of ail other express warranties and of implied warranties or 
merchantability and fitness for a particular purpose or any other warranty obligation on the part of 
MMG Micro Software shall be limited to replacement of the original software program, should it 
become defective within the first ninety (90) days of use by the original purchaser. Some states do 
not allow limitations on how long an implied warranty lasts, so the above limitation may not apply to 
you. In no event shall MMG Micro Software or anyone else who has been involved in the creation 
and production of this computer software program be liable for indirect, special, or consequential 
damages, such as, but not limited to , loss of anticipated profits or benefits resulting from the use of 
this program, or arising out of any breach of this warranty. Some states do not allow the exclusion 
or limitation of incidental or consequential damages so the above limitation may not apply to you. 
This warranty gives you specific legal rights, and you may also have other rights which vary from 
state to state. 

The user of this product shall be entitled to use the product for his/her own use, but shall not be entitled to sell 
or transfer reproductions of the product or instructional materials to other parties in any way. 


ATARI IS A REGISTERED TRADEMARK OF ATARI, INC. 



